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What is the Digital Plan Room?

Clark County has partnered with ePermitHub to launch the Digital Plan Room, a new electronic document
review solution that is seamlessly integrated into the Clark County Citizen Access Portal. The Digital Plan
Room solution will introduce many new features to optimize the plan review process.

The Digital Plan Room system includes:

Strong digital signatory assurance
Simple file uploads and automated versioning at the sheet-level

Interactive Issue/Condition communication for plan review comments

To Do To o

Seaml ess user experience within the Citizen Acces
Planning Case portal

A Immediate Digital Signature validation checks upon upload

Other highlights include:

A Clients will now receive instant feedback when uploading their documentation whether their documents
(aka, plan and supporting documentation files) meet digital signature guidelines when applicable

A Interactive access to color-coded mark-ups (by discipline), Issues, and Conditions from within the
Citizen Access for reviewing disapproved comments

A Submission of any corrections will only require revised sheets to be submitted (aka, Digital Slip
Sheeting)
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Uploading and Validating Files

Plans and supporting documents (aka, files) are uploaded after payment for the permit application or
completed application is submitted.

1. Upon successful payment, the Receipt/Record Issuance page will display. (NOTE: Not all
applications require prepayment prior to uploading documents and plans) Click o n Upfoad
Plans and Documents6 t o upl oad your plans and supporting d

Step 3:Receipt/Record issuance

Thank You

If you made a payment your receipt is being emailed to you.
Please print a copy of the receipt for your records.

390 AUTUMN HUE AVE
BD21-
00120 | Upload Plans and Documents | h Copy Record

2. Enter a description of the entire packaQ@ostinuned. upl c

Review Plan Cycle # 1

Description: @

Client Demo Tutorial

\\\\\

3. Drag and drop or browse to find your files. Select the document type and enter a description of the

document. Click on Upload and Validate.
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o

Drag and drop files here

or
/

lS-He-:I: a document ty W

Corruptediibe_pdi

X
| Description...
Upload and Validate /

4., Whil e the files are being vlploadidgat ed, t he status w

MName Description Type Uploaded By md"'m

AutoCAD_Sample Signed pdl Demo Documents  Documents Larry Cooper 212021

5. Once validation i s compl ¥didatedot h e CtPioeeséslikesow dotdihue.c h a n

Name Description Type Status Uploaded By w Signature
AutoCAD_Sample Signed. pdf Demo Documents  Documents m Larry Cooper 2/1/204 &
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Errors When Uploading and Validating Files?

1. Ifthere is an error after uploading the file, a message will appear at the top of the screen and additional
information is found by hover iaddgiona dgetait regardingth®Quest i o
different types of error messages, please see the Understanding and Resolving Errors section below.

System Message:

One or more files have been rejected. You cannot continue with the review package if there are
rejected files. Please delete all rejected files and upload them again when the problems are
resolved. Once the status of all the files is not rejected, you can continue with the preparation of
your review package.

CorruptedFile.pdf was rejected. File is corrupted. ©°
Encrypted128AES.pdf was rejected. File is encrypted. *

Digital Plan Room (? Need help
Record: BD21-00120

Record Detalls Summary Uploads Issues Conditions

Notes Approved

r Click ements
Step 2: Add & Process Files @ Requirements

2. To upload the corrected file, remove the file containing the error by clicking on the recycle bin.
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s . Click to view the requirements y

Browse or drag and drop the desired files to upload. Once all files are added, the Upload and Validate button is
displayed. Click on it to validate the files and add them to your review package. When all of the desired files are
uploaded and validated. click the Process Files button to prepare your files for review.

Note: Please do not combine plans and documents of various types into a single PDF document

o

Drag and drop files here
or

Name Description Type Status Upicaded By Mm
CorruptedFile pdf Demo Plans Site Plan m Larry Cooper 27312021 B @
Encrypted128AES pdf Demo Documets Documents m Larry Cooper 2/3/2021 e

3. And t heYesoc liinc kiuphSereep  pemove the file and then upload the corrected file as
described above in the Uploading and Validating Files section.

Are you sure you want to remove this file?

CorruptedFile.pdf

qm No
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File Processing

1. The File Processing step may take a few minutes to complete. The system is separating the plan
sheets and optimizing them for review.

NOTE: It is not necessary to wait for the files to finish processing. You can close the screen and come
back to it once the processing is complete. You will receive an email with a link alerting you that
the processing step has been completed.

IMPORTANT 7 your plans have not been submitted yet. The next step, Sheet Verification, must be
completed in order for the submittal to be complete.

2. If you choose to wait for the file processing to finish, the above screen will close once complete and
you can move forward to the Gdnttheedt ¥err shennegt step
> |

File processing

Your files are being processed into sheets and title block information is being extracted. This process can take several
minutes to complete. You can navigate away from this page and return if desired.

We will notify you via email when the process is completed and provide a link for you to return and complete the
remaining steps to finalize your review package.

Note: Your review package is not compiete and will not be routed for review until you complete the remaining steps.

Close
| S - |
Name Description Type Status Uploaded By DUM Signature
i Demo Plans Site Plan Larry Coopes 2732021 =
Technical 5 . e
neations pat Sodts Report Larry Cooper 27372021 B
A2-Floor Plan-A-2 V2 it Demo Plars Architectural Plans Larry Cooper 27372021 o
Demo Compieted Application
SURVEY peif o o P Larry Cooper 27372021 1T}
Your files have been processed, you can proceed now to verify your sheets.
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Sheet Versioning

1. Cl i clContinnedfit o start t he SKNGIE:tIfyMeptes toeceivenag ensit irstead
of waiting, the link will take you directly to the Sheet Versioning page.

2. Review the sheet numbers assigned to each sheet within the plan set and correct any mislabeled
sheets by typing directly in the sheet numbe r b o x . Onc e c@omipdeeNOGE: At | i ¢ k
sheet names must be unique.

SHEET NAME HERH

TIME-SAVING TIP: Include a Table of
Contents in your file! Whenever possible,
it is important to include a Table of
Contents when exporting/publishing to the
PDF (ex. l nclude ACT
setting in AutoCAD Reuvit, etc.). Include
sheet titles within the Table of Contents
when possible. Including a Table of
Contents improves the accuracy of the
system in automatically identifying all of the
sheet names.

Page 1 from TEST2Plans_pdf

i b . S-03

FLOOR FRAMING PLAN AND SECTIONS

S-03
[B AutoCAD_Sample pdf (Page: 10]
S5-04
i > ¥
. STRUCTURAL SECTIONS
S-04

[B AutoCAD_Samplepdf (Psge: 11)

—
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3. Cl i @nishoih t o compl ete the file upload.

Step 4:Review

Meass meview B formaton Below snd endure you Fove uplodded all of the pland snd docurments for this review
eyele. Chok the Edit Busttcnd to rmske sy needed changes oF bo upload any iemaening documents

Dnce yori chick Fimmh, yous review cycle vall Bogin and addmional dociamants camnot Be uplasded untl afoer the
Feview cycle Purs Been compheted

Hrverm Man {plle I 1

I vl Lwvvn) Todowionl

1P i DT § e v we M Frnd [, i e
T Hrsiparerrarel M

W B Pl lomad Plade,

o o p=i1 B il Wy |

TFarias aée & e Firs Dol il Bor scolwyelied wlh e & myr

Hasw i g fre st U el Hp """‘"""“": [ErEE
A DCALN Sample p Sr Plan Lty Coopee FIatroet]

A o —— Gaind, el m vy Coange REH

A2-Floor Plam A3 V2 e pla i b T Lty Coopee FIRtreet]

R Tiwsmas g ol wine 1 gl Aol ol wines B o v m vy Canige IREH

o

4. You will receive confirmation the review package has been received by Clark County and will also
receive an email confirmation. TIP: If you do not receive the email confirmation, please check your
SPAM folder or contact your email provider and ask them to add Clarkcounty-
accela@clarkcountynv.gov to their whitelist.
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Success.
Your review package has been received.

Digital Plan Room
Record: BD21-00120

Record Details Surnrmary Uploads I5suaes Conditions

Notes Approved

Review Package Details

Mame: Review Plan Cycle # 1
Description: Client Demo Tutorial
Status: Submitted

Date created: 1/29/2021, 3:51-41 PM
Date submitted: 2732021, 2:08:56 PM

Mame Description Type Status Uploaded By ""'": Cwded
Autol AD_Sarmiple pod Lite Flan PROCESSED Lamry Cooper TR i FS |
Clark County
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Viewing Issues and Conditions

Once a given Plan Review Cycle is completed by Agency Staff, you will receive an email alerting you of the
plan review status, the ability to respond to Issues and view Conditions, and submit any required corrected
Sheets.

Issues T Issues are code related concerns that must be resolved by correcting the appropriate drawings.

Conditions i Conditions are concerns that can be corrected in the field by the inspection staff and are similar
to red-lined drawings.

To view the Issues and Conditions on the plan, please click on the link provided in the corrections required
email or follow the steps below:

1. Login to your Citizen Access account.

2. Go SGearchib and select your Record | D.

3. Cl i ck ManRdome 4&dnd s ddsuesnt Cordigdnsd t aneededs The comprehensive
list of Issues or Conditions identified will be listed. Click on an individual Issue or Condition to view the
specific items.

Digital Plan Room (@ Need help
Record: BD21-00142

Record Details Surmmary Uploads 1s50es Conditions
Motes
Approved

Below you will see a comprehensive list of issues for this project. This list can be filtered to focus on a desired
discipline or status. You can click on an open issue to view associated mark-ups and respond before uploading new
plans, Please note that all open issues will require a brief response prior to uploading a revised plan set.

Issues (&

Discipdine Title Sratus Artached To Created By Last Updated Updated By

TIME-SAVING TIP: Use the Filter
at Upcatad Gionad By button to display only the desired
Issue statuses and disciplines.

2021 51 epermithul serviceaccount

F0ZL 530820 P cpormithub serviceacoount
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Click on the box and a drop-down list will display with the filter options. You can select more than one
option from the drop-down.

Responding to Issues

1. Click on the individual Issues to view the Issue and respond with the corrective action. NOTE:
Mark-ups associated with the Issue are color-coded by discipline.

Digital Plan Room (¥ Need help
Record: BD21-00142

Record Dwtails Surmmary Uploads Issues Conditions

Motes

Approved

Below you will see a comprehensive list of issues for this project. This list can be filtered to focus on a desired
discipline or status, You can click on an open issue to view associated mark-ups and respond before uploading new
plans. Please note that all open issues will require a brief response prior to uploeading a revised plan set.

Issues

Discipline Tithe Status Attached To Created By Lagt Updated Updated By

[ ZONING | Foning lssue EZ] ~on epermithul sensceaccount  2/9/2021 3:05:51PM  epermithub semnviceaccount
| ELECTRICAL JEETI- AT et EE] ~m epermithub seraceaccount /92021 3:08:20 PM  epermithub serviceaccount
m Plan Level Electrical Issue m epormithub sendceaccount 2092021 30908 PM  cpermithub serviceacoounk

2. The plan sheet will open with the Issue with any related markups and correction comments displayed.
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Zoning Issue 7 TN T i T U S S .- !

Created by epermithud serviceaccount on 2/9/2021,
30551 PM

Reference: o

Description: : -
This is a Zoning issue example

* Issue requires modifications to be submitted Wil o o

eparmithub serviceaccount 21912021, 3:06:12 PM
Changed issue to OPEN status

3. Torespond to the mark-up, click on the pencil on the left-hand side of the screen in the text box
| a b e |Applicants Résponseo .

Applicants Response: \

4. Itis important to be descriptive in the response. The response must include what corrective
measures were taken to resolve the Issue. Once you save your Resolution response, the status of the

| ssue will aut onaswéred@a.l | y change to A
Applicants Response:
{ | Response to issue|
| 4 |
Save Cancel
5. Toreturn to the Plan Room options click on the X at the top of the screen.
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X

~

DESIGN /

GROUP, INC.

ARCWTECTURY
PANENE
PIEROE DR

Printing or Saving the Issues List

If you would like to save the Issues list in order to email or print the list, please follow the below steps.

1. Cl i ck Mrintdo t iheo .

Record Detaits Summary Uploads Issues Conditions

Notes

Approved

Below you will see a comprehensive list of issues for this project. This list can be filtered to focus on a desire
discipline or status. You can click on an open issue to view associated mark-ups and respond before uploaghig new
plans. Please note that all open issues will require a brief response prior to uploading a revised plan set.

Issues BE [ A - |
U

Dncipline Title Sutus  Attached To Created By Last Updated Updated By

ZONING Zoning Issue m A-01 epermithub seraceaccount  2/9/2021, 3:05:51 PM  epermithub serviceaccount

2. The Issues list will open in a formatted report. The list can then be printed or saved by clicking the
fPrintdb i con agai n.

Issues for record BD21-00142
Job Address: 390 AUTUMN HUE AVE, LAS VEGAS NV 89123 ﬁ

Job Deseription: Client Tutorial Demo

Dizciplime Beatay Dietails Areached To Created By Laxt Updated By
Lonsag liise
Ligang Open Al epedmithub servetescount epeimitiah sErviceadooun
T e exasmpl
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Viewing Conditions

1. Cl i ¢ k ©onditionkoe tiab t o view all Condi ti ons, and t hen

the plan sheet. NOTE: Conditions and mark-ups are color-coded by discipline.

Record Details Summary Uploads Issues Conditions Motes Approved

Below you will see a list of conditions for this project. This list can be filtered to focu esired discipline. You can click on an open condition to view associated mark-
ups.

Conditions
Discipline Title Status. Attached To Created By Last Uptated Updated By
m Condition Example m A-01 epermithub serviceaccount 2/9/2021, 3:09:21 PM epermithubs sendc eaccount

2. Atter clicking on a given Condition from the Conditions list, the plan sheet will open with the markup
and Condition displayed on the related plan sheet.

A-01 Vi - BD21-00142

A CONDITION £
|
( All conditions and notes

Condition Example

| ELECTRICAL

Created by epermithub serviceacoount on 2/9/2021,
30842 PM

Description:
This is a condition example

3. Conditions do not require a response. To return to the Plan Room options click on the X in the top right of
the screen.

X

-~

DESIGN

GROUP, INC.
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Uploading Corrected Sheets

1. Prior to uploading, the entire plan review and response to issues must be complete. You will not
be able to upload corrected sheets until you have responded to all open Issues and the plan review
has been finished. The status wills h o Answeredd once al | | pamse ecgnménia ifyoura r e
Issue resolution only requires a comment, please add the comment to the Issue response and re-
upload the impacted sheet. To submit the subsequent revised package of plans all issues must have

an answer.

2. Cl i c WKploadso fiupload the corrected sheets. It is not necessary to resubmit the entire plan set.
Only the updated or added shReserhed mMmMosupbeadpt badsed
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